
FTHE SECRETARY OF STAT 
NT OF ARCHIVES AND HIST( APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publicati’on No. 76-RM-1 for instructions on completing t h i s  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Gechgia, 30334, 

6 .  
8 Attention: Scheduling Section. ! 

FO 
,pplicatio 

~ 

Office of Planning and Budget 
Facilities Management Division 
Room 613-U - 

,pplication 
JAN 1980 I FEE 1 3  1980 

I. Person to Contact Working Title Telephone Number 
~ __ .- _- .. 11,- ~___.__  I..-_- ~ 

1__ -.. ~=~ 

656-3891 
~ __ Director 

”--__--_ ~ . - Fred ~ ~. Branch -~ 
I. Action Requested 

a- 
b. 

@ Estabiisn Retention Schedule;.pcord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

Checkone: 0 Change; 0 Supercede; 0 Void 
5. Records Series Title (followed by tide used in office; if different) 

Latest 

1 to date INDIVIDUAL CAPITAL PROJECT FILE 
I_-- 

c-~ __.- .. Dates of Series 
iarliest 

1975 
-.--_ 

i. Division and Office Function What is the function of the Division and the Office in which this record series iscreated? 

The Facilities Management Division advises the Governor and State agencies on technical 
aspects of the management, operation and maintenance of State facilities; assists in 
establishing program, site and construction criteria for major capital outlay projects; 
advises state agencies on the architectural and engineering considerations involved in 
renovating and allocating space in.existing facilities; and performs programmatic review 
of major capital outlay projects. 

~ - -___ . ~ ~ .  . Record Series Description This  file contains the following documents (include form numbersand rifles, if any): 
Attach samples of the file. 

Documents relating to: reviewing and approving architectural plans for capital improvements 
on State and local government property. 

Included are: original State Department Architectural Program; Facilities Management 
Division comments and memo’s with concerned Department; the State 
Departments’ revised Architectural Program; analyses and correspondence 
leading to approval of preliminary design and final contract documents. 

File i s  arranged: alphabetically by Department. 

--.. - - _  
3. Monthly Reference Rate How often are records referred to which are: 

One to six months old 
twenty-five months and older--? 

; Seven to twelve months old --; Thirteen to twenty-four months old 

I__Iv - _ _ _ .  .~ c_-- - .-- 
3. Annual Rate of Accumulation of Records 

- _  
Letter-size drawers ; Legal-size drawers ; Shelves ; Other fspecify) ~ I _ _  



Attach copy or excerpt of laws or regulations. Explain administrative need. 

~ -- ~ .~ ~ ~~ ~~ ~~ _.~~I~_- ~~ . . . - - -~-_-I____._____ ___ 
I2 Apoloved Disposition Instructions Thisagency recommends that the file series be cut otf a t  thb end of each: 

0 Calendar Year; 0 Fiscal rear: Other -. .____- ~___ ~~ ~ ,-.,then, 

0 Hold in the current files area -month(s) year($); then 
0 Transfer to local holding area, hold l_l_ yea+.); then 
0 Transfer to State Records Center; hold ~ .,--.-year(s); then 
U Destroy. 
0 Transfer to State Archives for permanent retention. 
[11 Other (Specifyl 

Cut o f f  f 2 l e  a t  end of 2 f i s c a l  years following year of appropriation; then ret ire  
to State Archives. 

These instructions apply to a l l  prior and future accumulations of the series. 

I 
lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
sf explanation.) 

State Auditor/Designee 

Attorney General/Designee 
_ , ~ ~  .. .. 
1-50-71; RW. 76 


